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Getting started

This will bring you to the “Customer Enquiry” page, where you can search for the customer

All four fields are mandatory, so you need to enter all four correctly to obtain the customer details.

If there are two customers, the Surname, Forename and DoB must be from the same customer.

Note: fields are case sensitive

After successfully logging in, the adviser portal will open the Home page

Click on Application Search at the top.

Select Existing Customer as Customer Type to search for the policy.

Please note:  If you have created an illustration for a further advance already, then search the application reference instead of the client. If you search for the 

client again, this will start a new illustration and cancel the previous one.
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The “Search Results” will appear

If there are two customers, select one of them.

Then click Next.

The next page shows you the customer you have chosen

Click Next.
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On the “Customer Action” page

You will need to select the account for that customer.

Then click Next.
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Next is the “Further Advance” page

Click Next.
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The illustration/quote will then begin

It is important to select the correct submission route in order to receive the correct commercial terms. 
Please note that once you have submitted an application, we are unable to amend the submission route.

Enter the correct valuation figure. The 'Amount of Inheritance Protection' field will be read only if there is no inheritance protection.  
If there is, it will be editable.

Once the information has been added, click Next.
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The next page shows you the applicant's details

These are read only, click Next.
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On the next page, you enter loan amount requested

Enter the loan required.

Once the information has been added, click Next.
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Next is the "Product Selection" page

The drop down is read only, so simply click Find products.

After selecting Find products, the product selection results will populate (Only one product should be available, depending on the 
initial loan. For example, Lump Sum Additional Borrowing, for Lump Sum cases).

Select the product.

Then, click Next.
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The "Fees" page shows the fees which will be applicable on the case

If you are the adviser charging a fee, you can enter the amount here.
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This is the end of the Illustration journey, taking you to the “Case Summary” page

When you are ready to continue, click Proceed to Application.

Please note the Rate Expiry date. If this date has passed when you attempt to proceed, you have the option to continue with the 
journey and select a new product during the next stage, or alternatively you can restart the additional borrowing process and create 
a brand-new illustration.

If you need to stop part way through the application journey, you can, and the information you have entered so far will be saved.  
It is however easier to complete in one go.

If you have attempted to proceed after the Rate Expiry deadline you will encounter this page.

If the rate hasn’t expired, this page will not show.
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This page provides a summary of the product, rate and loan amount

Click Next.
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On the next page is the “Reason for Loan”

These questions are dynamic, so when you answer Yes to one, the amount field appears.
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The next page has further applicant details. If there are two applicants, the pages  repeat later

The name, gender and date of birth will populate from the quote pages.

Click Next.
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Next are the contact details for the first applicant. If there are two applicants, this page will repeat after you have 
been through all the details for the first applicant

Again, this is read only.

Click Next.

Next is the “Current Address Search” of the applicant

You just need to add the From date to proceed.
Click Next.
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Next are the adverse questions

Select the relevant answers to each question before clicking Next.
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If there is a Power of Attorney acting, this is where you can see their details. If there isn’t a Power of Attorney, these pages 
won’t show

If correct, you just need to select Yes and proceed.
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Unselected, it will appear like this:

The next page is to identify any “Other occupants”

If you select Yes the fields will be displayed as shown to enter the details.

Please note these will be required even if we were originally informed of occupier(s) with the initial loan application.
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The next page is all about the security property

All questions will need a Yes or No and title registered type.

Even if no additional notes are relevant, please just enter “NA” in the field before clicking Next.
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If the Rate Expiry date has passed and you have chosen to continue with the journey, you will be prompted to select a new product 
on this page.
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Next is the first “Decision” page 

Depending on the answers provided, you could get a Decline, Refer or Accept decision.

If you get a Decline or Refer, then the decision will need to be reviewed by an Underwriter.
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Next is the “Case Summary” page again

Click on Proceed.

Note, this will only show if the case is Accepted.

Please note the Rate Expiry date. If this date has passed when you attempt to proceed, you have the option to continue with the 
journey and select a new product during the next stage, or alternatively you can restart the additional borrowing process and create 
a brand-new illustration.

If you have attempted to proceed after the Rate Expiry deadline you will encounter this page.

If the rate hasn’t expired, this page will not show.
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The next page is about “Valuation” details

Check that the contact details for the valuation are correct, or amend them here.

Select Best time to conduct survey from the drop down.

Click Next.
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The next page shows the “Customer’s Bank Details”. If we already hold bank details on records, they will be displayed in 
the “Existing Bank Details” section

If none show, or they are not correct, you can enter new ones by selecting Add New Bank Account.

If the bank details we hold are correct, you can select them and click Next.
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The next page asks you to confirm whether a solicitor will be appointed

Indicate if the customer has appointed a solicitor or not.

You can select Next.

If the Rate Expiry date has passed and you have chosen to continue with the journey, you will be prompted to select a new product 
on this page.
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The “Declaration” page has a number of tick boxes and radio buttons to select

You need to click on Declaration.

This will open a new tab for you to review the information. Once you are satisfied everything is correct you can check the tick boxes.
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Next is the second “Decision” page

You should get an Accept here, but you could also get a Decline or Refer decision.

If you get a Decline or Refer, then the decision will need to be reviewed by an Underwriter.
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This takes you back to the “Case Summary” page

Click on finalise Application / Pay Fees to continue.

Please note the Rate Expiry date. If this date has passed when you attempt to proceed, you have the option to continue with the 
journey and select a new product during the next stage, or alternatively you can restart the additional borrowing process and create 
a brand-new illustration.

If you have attempted to proceed after the Rate Expiry deadline you will encounter this page.

If the rate hasn’t expired, this page will not show.
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Then it will take you to the “Fees Payment” page

These are our details to make the valuation payment.

You just need to click Next.
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The portal journey ends on the “Case Summary” page

The completed application form is available to view and print from here.

There are no more Proceed options and you can exit the portal now.
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